
 

PT Administrative Assistant  

Bellevue Botanical Garden Society - Bellevue, WA  

$17 - $20 an hour - Part-time 

 

Administrative Assistant – Membership Program, Events, and Operations 

 

The Bellevue Botanical Garden Society (BBGS) has an exciting job opening for a part-time Administrative 
Assistant (18 hours per week plus some weekend and evening hours for programs or events) to support 
our business office. We are a vibrant nonprofit organization that partners with the City of Bellevue to 
provide educational programs and community events. BBGS supports the Garden through fundraising, 
education and community involvement, which includes extensive volunteer support. We are looking for a 
detail-oriented self-starter who can see the big picture, is comfortable working independently and with 
multiple teams, and has an interest in supporting and furthering this beautiful Garden. 

 

Specific responsibilities:  

•Perform administrative duties that may include mail pick up and distribution, email reminders, cash 
receipts log, membership data entry, and other duties as assigned. 

•Use applications including Outlook, Altru, and Excel. 

•Assist BBGS staff and board committees with membership, fund development, and education tasks as 
needed. 

•Assist BBGS staff with other tasks as requested. 

•Provide after-hours event support as needed. 

•Provide excellent customer service and act as an ambassador for the Society to visitors, patrons, board, 
staff and partners. 

 

Required education, skills and abilities:  

•AA degree or higher preferred. 

•Recent experience as a receptionist or administrative assistant. Bookkeeping experience and/or 
experience working at a non-profit organization a plus. 

•Strong computer skills, proficiency with Microsoft Office Suite. 

•Experience with CRM databases (Altru) desired. 

•Effective written and oral communication skills. 

•Strong analytical, computation, and problem solving skills. 

•Excellent time management skills and the ability to be flexible. 

•Ability to prioritize and juggle competing demands. 

•Must enjoy working with volunteers and the general public. 

 

 

 

 

 



Wage is hourly, DOE . To apply, please email a cover letter and resume as attachments. 

Email: application@bellevuebotanical.org Please put “Administrative Assistant” in the subject line. 
Applications must be received by April 24th 2017. No phone calls please. This is a part-time position. We 
will contact selected applicants to schedule interviews. 

 

All employees at the Bellevue Botanical Garden Society are employees at will. The job description above 
is intended to describe the general nature of the job and the level of work performed and is not a 
complete list of all elements and duties of the job. 

 

Candidates selected for this position must pass a criminal history background check prior to employment 
with the Bellevue Botanical Garden Society. 

 

To learn more about the BBGS please visit our website at www.bellevuebotanical.org. 

 

The Bellevue Botanical Garden Society is an Equal Opportunity Employer. 

Job Type: Part-time 

Salary: $17.00 to $20.00 /hour 

Required education: 

•Associate 

Required experience: 

•Administrative Assistant: 1 year 

 


